Sanitized Copy Approved for Release 2010/05/17 : CIA-RDP85-00142R000100210007-3 
UNITED STATES GOVERNS 


2.Wav m 


femo 


subject: Request Soar VIP Visitor Parting and 
Candy-striped Badges fear J2 July '83 


To : Chief, Hdqs. Security Branch, PSD/OS 
Chief Becij|tianist 


STAT 


F0iD_ 



3 


INSTRUCTIONS 

Use routing symbols whenever possible. 

SENDER {Originator of message) 

Use brief, informal language. 

Conserve space. 

Forward original and one copy. 

RECEIVER (Repfier to message ): 

Reply below the message, keep one 
copy, return one copy. 



DATE OF MESSAGE 

27 Jtne '83 

ROUTING SYMBOL 

SIGNATURE OF ORIGINATOR 





TITLE OF ORIGINATOR 

O/Q/OOP 


_F0U>. 


STAT 


STAT 


MESSAGE 

1. Lis ted below are visito rs coming to Headquarters for a 

meeting with D/ODP, on Tuesday, 12 July at 

9 a.m. to 1 :ju p.m. in room 2D00: 

Dr. John E. Bertram, IBM Vice Pres. & 

Pres, of Data Sys. Div. 

Frank R. Keenan, Jr., IBM Program Dir. Natl* Fed. Marketing 
George Wisecarver, IBM Acnt. Exec., Security, 

Natl' Fed. Marketing 

Ken Williams, IBM Marketing Rep., Natl* Fed. Marketing 

2. Parking in the VIP visitor parking lot in front of the 
main entrance will be needed. 


REPLY 


3. The candy-striped t ype of badge will be needed for 
each of them. Call Patty on [ f or escort. 

4. Thank you. 


Distri. : 
Orig. 
1 
1 

-r~ i 

i 


- D/HSB/PS/OS 

- C/Receptionist 

- ODP Security/General 

- ODP^t^ison/Priv. Industry: IBM ) 

- Patty (FYI) 



DATE OF REPLY 

ROUTING SYMBOL 

From : 

SIGNATURE OF REPLIER 

i 

1 

TITLE OF REPLIER 


RETAINED BV ORIGINATOR 


OPTIONAL FORM 27 (Rev 7-fiJ) 

GSA (4 i -fR) 5 

mcm -TR/in.nn. 032-2447 
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jIDES TO SIMPLIFIED INFORM, ORh, PONDENCE 


The cost to create a typical Government letter rism- <wery year . as well as the- cost to file ai.d it* ds--m>,^ • ■! 
it. informal communication re>uhing From the use of Op! ional Euro 27 2-WAY MEMO -m r >‘du«v t h<-- 
costs substantially 


Experienced lot lerwriters have observed Mae fe! it v. mg ; bout Government uu re-rpeiulenre practice- 

The hulk of correspondence ;s conducted within t.he governmental fmnil\ h* ? \m m. wh>- 

day-to-day relationships could permit simple, inform:*' written commun lea : m? 

Mary v-ullrn communications art 1 lor immediate aG ion, are an a m : nan .»■ • * m 1 ; ■ c • - • ' 

information or services), and do not require copies for distribution 


Many written communications ait* less than a dozen lines in lengt! 


PRINCIPLES INVOLVED 

1 When agencies issue instructions encouraging 
llie use of m c morarsda and informal correspondence 
w it Inn the agency, there is a noticeable drop in the 
communications effort and in the time required to 
respond to a request, as well as a reduction of 
useless copies in file. Examining the two types of 
correspondence shows that formal correspondence 
has certain drawbacks: 

a Eoi mal correspondence is usually more wordy 
because of sal ut at ions, i nt roductory paragraphs, 
complimentary closings, etc. It becomes a difficult 
writing chore because of continual polishing and 
edit ing. 

b. Formal correspondence typically calls for more 
reviews, resulting in many rewrites and retypes, 
and for excessive time- in -shop. 

c. Formal correspondence goes through stricter 
clearance channels, and frequently makes commu- 
nication between “opposite numbers” very difficult. 

2 In many cases, the best reply is an informal 
endorsement on an incoming letter. Optional Form 
‘27, 2-WAY MEMO, takes advantage of this princi- 
ple. 


PRACTICAL PURPOSES SERVED BV 2-WAY MEMO 

1. The message and the *ep!v nr placed on * he 
same page in brief, informal Coignage This^imph 
fies writing, handling, storing, uul dispns-ng *>j 
short comma meat ions. 

2. The message may he prepared bv typewrite or h\ 
hand; the reply may he hs. typewriter, b\ hand, or 
by rubber stamp. 

2. It is possible to achieve a greater delegation of 
signing authority with the 2-WAY MEMO because 
of its informal nature. 

4. The 2-W AY MEMO may be designated for special 
handling. It may be marked URGENT if exception- 
al speed is required. It may be stamped for special 
mailing services. It may be used for classified mate- 
rial if it is marked with the proper security classifi- 
cation. 

f>. The “TO line and the ‘‘FROM” line are so placed 
that the 2-WAY MEMO mav be sent in a window 
envelope and returned in a window envelope, if 
desired. 

G, The 2-WAY MEMO is particularly well suited for 
communication between “opposite numbers” within 
one agency or in different agencies. 


The above guides have been prepared by the Office of Records and Information Management, National Archives and Records Service , 
Genera l Services Administration. 
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